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1.0 Accessing the System

Before you can access the system and submit submissions you must first create/register anaccount.

1.1 Creating/ Registering an Account

1. Tocreatean account. Open a web browserto: https://e810.energy.gov

U.S. DEPARTMENT OF

aVANAS ‘;e&x’jg Home About Contact FAQ

AN W

Welcome to e810

Access your account
“WARNING™WARNING**WARNING*WARNING™

This is 2 Department of Energy (DOE) computer system. DOE computer systems are provided for the LOg in Form
processing of official U.S. government information only. All data contained within DOE computer systems is .
ewned by the DOE, and may be audited, intercepted, recorded, read, copied, or captured in any manner Usemname |

and disclosed in any manner except as noted below, by authorized personnel. THERE IS NO RIGHT OF Password ~

PRIVACY IN THIS SYSTEM. System personnel may disclose any potential evidence of crime found on

DOE computer systems to appropriate authorities. USE OF THIS SYSTEM BY ANY USER, AUTHORIZED Forgot usemame or password?
OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS AUDITING, INTERCEPTION, RECORDING,

READING, COPYING, CAPTURING, and DISCLOSURE OF COMPUTER ACTIVITY

DOE, however recognizes that some information contained on this system is submitted by and the
intellectual property of third parties. DOE recognizes its responsibility to protect third parties’ proprietary
interests in information submitted to and stored on its system and which has previously been identified as
proprietary in accordance with 10 CFR Part 810. DOE maintains all proprietary information in compliance

with all relevant federal laws and IT practices to ensure this information is only disclosed to those Apply for an Accot
government officials who have a need to see such information

You may not submit any classified information through the e810 system. Any classified information must be

submitted separately through means of transmission appropriate for the classified information to be

submitted. If you have any questions in this regard, please contact your appropriate security official
“*WARNING™WARNING*™WARNING""WARNING™

Do not have an account?
If your exporter already has an account, then contact your exporter admin to create an account for you
Otherwise, if your exporter does not have an ES10 account then you can

=)
Figure 1-1 e810 Licensing System Landing Page
2. Nextclick on ‘Apply for Account’ button.

3. You will be directedto the Account Signup page. Here you enterin your information. Once you
have completed the form, click ‘Register’.
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Ty, U.S. DEPARTMENT OF

/ENERGY
Account Signup
Exporter Information User Information
Exporter Email |
Address Line 1" Confirm Email * T |
Address Line 2 Password *
City * Confirm password *
State * _Select- First Name *
Country * United States Title/Divison

Country of Citizenship = United States

Phone Number *
Fax Number

Figure 1-2 Registration Page

4. Onclicking the ‘Register’ button, a pop-up window will be displayed that shows the Rules of
Behavior text. You will be required to acknowledge this request by selecting the ‘| Agree’
button. If you accept, the pop-up window will close and your request will be submitted. If you
select the ‘Cancel’ button, the pop-up window will close and return to the registration page.
Clicking on the ‘X" is the same as clicking the ‘Cancel’ button.

Rules Of Behavior x

By clicking in the box below you are acknowledging that
you have read, understood, and will comply with the
following rules of behavior:

1) Accounts cannot be shared. Each account is
tied to a single person.

2) Do not share your username and password
with others, or publish it in a public forum.

3) If you no longer require an account on e810,
send a notice to Part810@nnsa.doe.gov

4) E810 is intended for submissions related to 10
CFR Part 810. Do not use for any other purpose.

| Agree Cancel

5. Agreenbanner will appear with the following text
“Account was successfullyadded. It must be approved before you can log in. An email was sent
to you to verify your account.”

6. Before anAdmin can approve your account, you must verify your email. An email will be
generatedand sent to the email you provided upon registration. Please click the link within 24
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hours (only click the link once). A green banner will appear. “Account verified and is under
review by Part 810 administrator.”
7. You will receive an email notifying you when your account has been approved.

1.2 First Time Login

Once you have received your approval email. You can then access the system with the username and
passwordthat was created upon registering.

1. Open aweb browserto: https://e810.energy.gov

2. Next, log in with the Username and Password you created upon registration; if you copy and
paste the password, please make sure you don’t copy the space at the end of the password.

3. Upon firstlog in you will be navigatedto your dashboard and ready to access the system.

1.3 Forgot Username/Password
If you have forgotten your username or password, please follow the instructions listed below:

1. Open aweb browserto: https://e810.energy.gov
2. Click the ‘Forgot username and password?’ link.

U5 DEPARTWENT OF

{2 ENERGY

Welcome to e810

Access your account
Log in Form

Do not have an account?

WA RNING**
This is a Department of Energy (DOE) computer system. DOE computer systems are provided for
the processing of official U.S. government information only. All data contained within DOE
computer systems is owned by the DOE, and may be audited, intercepted, recorded, read, copied,
or captured in any manner and disclosed in any manner except as noted below, by authorized
personnel. THERE IS NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose
any potential evidence of crime found on DOE computer systems to appropriate authorities. USE
OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES
CONSENT TO THIS AUDITING, INTERCEPTION, RECORDING, READING, COPYING,
CAPTURING, and DISCLOSURE OF COMPUTER ACTIVITY.

Username *

Password *

DOE, however recognizes that some information contained on this system is submitted by and the
intellectual property of third parties. DOE recognizes its responsibility to protect third parties
proprietary interests in information submitted to and stored on its system and which has previously
been identified as proprietary in accordance with 10 CFR Part 810. DOE maintains all proprietary
information in compliance with all relevant federal laws and IT practices to ensure this information

If your exporter already has an account, then contact your exporter admin to create an account for
you. Otherwise, if your exporter does not have an E810 account then you can

Apply for an Account

is only disclosed to those government officials who have a need to see such information.

You may not submit any classified information through the 810 system. Any classified information
| nesa oo s |
Figure 1-3 e810 Licensing System Landing Page

Next, enter in the email that you registered the account with.

An email containing a temporary password will be generated and sent to the email entered.

5. Next, log in with your username and the temporary password provided; if you copy and paste
the password, please make sure you don’t copy the space at the end of the passwordin the
email. You will be prompted to reset your password. Once you have updated your password,
click ‘Update’. The system has now updated your account to reflect the change. You can now
access the system.

P w

E810 EXPORTER USER MANUAL |7


https://e810.energy.gov/
https://e/

for Information Management and
Chief Information Officer

Py
' & “'i The Office of the Associate Administrator
9.

National Nuclear Security Administration

1.4 Dashboard Overview

Upon login your default dashboard will appear.

The top part will have your ‘Logout’ button.
Underneaththat you will see five tabs:

- Home — This will take you back to your dashboard
- About — Contains information about Part 810
- Contact — Who to contact if you need assistance

- FAQ-Commonly asked questions
- Exporters — Contains all exporters that are associated with this account. You can search, edit, and
view their information here.

In the Middle of the page you will find your links to:

- Submit a request — This link allows you to open a new submission
- View request history — Here you can view submitted, completed, or draft submission.
- Edit user information — Here you can update your user profile and password information.

At the bottom you will have access tothe following forms:

- Web Policy — This link contains information on our web policy.
- User Manual — This link contains this manual that you are reading.

=

of Ensrgy's 810 appiication for U.S. nuclear industry and research profassionals
s online applcati f [ i obai cific auth
the 10 GFR Pay

wlations Bolore
2 Documents avallable within this appl
whal information is needad 1a complet

w Submit a request

lr). View request history

& Edit user information

s e

Figure 1-4 Home Page
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To update your user profile and password. Click on ‘Edit user information.’ link.

AEWESTE A1) Home Abowt Contact FAQ Exporters

Welcome

[ —

w Submit a request

lh View request history

Edit user information

| Figure 1-5 Home Page

Next, you will be directed to the Edit Profile page.

The Office of the Associate Administrator
for Information Management and
Chief Information Officer

Herethe screenis splitinto two sections. You have your user information to the left of the screenand
your passwordinformation to the right.

To update your profile, make your changes and click ‘Save Profile’. Your page will refresh, and your
account will now reflect the changes.

Home About Contact Dashboards -

Admin~

Edit Profile

Email
Confirm Email *

Prefix

First Name *
LastName *

Suffix

Tie / Division

Country of Citizenship *
Phone *

Fax

P—
[Aophgmin

United States

Save Profile

Change user password

0ld Password

New Password

Confirm password

s%

To the Right of the screen. You can update your password. On clicking the ‘Save Password’ button, a
pop-up window will be displayed that shows the Rules of Behavior text. You will be required to
acknowledge this request by selecting the ‘I Agree’ button. If you accept, the pop-up window will close
and your password will be reset. Ifyou select the ‘Cancel’ button, the pop-up window will close and
your password will not be reset. Clicking on the ‘X’ is the same as clicking the ‘Cancel’ button.

E810 EXPORTER USER MANUAL |9
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Rules Of Behavior b 3

By clicking in the box below you are acknowledging that
you have read, understood, and will comply with the
following rules of behavior:

1) Accounts cannot be shared. Each account is
tied to a single person.

2) Do not share your username and password
with others, or publish it in a public forum.

3) If you no longer require an account on €810,
send a notice to Part810@nnsa.doe.gov

4) E810 is intended for submissions related to 10
CFR Part 810. Do not use for any other purpose.

| Agree Cancel

To return to your Dashboard, click on the ‘Back’ button.

2.0 Exporter Roles
There are three different Exporter roles within the system: Exporter Manager, Exporter Coordinator
and Outside Counsel. Theseroles are designedto allow exporters to limit users abilities within the

systemtosee and/or modify aspects of applications, foreign entities and foreign nationals.

Exporter
Exporteris an individual, company, or entitythat is filing the submission.

Exporter Manager
An Exporter Manager is an individual who assists with managing the submissions for the exporter.

Outside Counsel
Outside counsel canbe but is not limited to a legal perspective. They can manage multiply
exporters at once. They will also be able to review and submit on behalf of the exporters.

The table below shows the relationships:

E810 EXPORTER USER MANUAL |10
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Exporter Exporter Outside
Manager Coordinator Counsel
Function (EMm) (EC) (0CQ)
Invite users to Exporter X
Assignroles to Team members X
Create Foreign Entities X X
Create Foreign Nationals X X
Create Submissions X X
Edit Submissions, including associated Foreign
Entities and Nationals X X X
Submit Requests X X X

3.0 Account Administration

This section reviews the functions within the Exporters option.
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Figure 0-1).

On the Exporters

AW Al A e = e
-4 T4 OG1( veme About Contact FAQ Exporters

Exporters
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Screen

Figure 3-2: Exporter Summary Screen), you will see all of the Exporters towhich you are a member.
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Figure 0-1: Home Page with Exporters Option Highlighted
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Figure 3-2: Exporter Summary Screen

The Exporter summary screen allows the user to search of a specific Exporter by any of the fields at the
top of the screen.
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3.1 Viewing Exporters

the

Exporters information,

tab

click on the Exporters

link (
2 ENERGY
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v h g OLU Home  About  Comdact FAQ  Exporters

Exporters
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ity [ UE Suite Spdoct
P Code | Courniry Tl 1
Pageft a1 “

gt Addrann Ling 1 Acidrgnn Ling 3 Chy L%, Sewie I Code Counsry

Elaltrreins ul I s

NISA

Figure 3-2:

Exporter Summary Screenl) and comes

the Exporters screen

D370} vome About Contact FAQ  Exporters

Exporters
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At L 1 I Ak Lir 2 I
Tty I U5 S Sghect
P Code | =T S
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Figure 3-2: Exporter Summary Screen2).
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Click on “‘Manage’ buttonin (

D210 Heme Avoul Contacl FAQ  Exporters ENERGY

Exporters
Exporte [
b Lires 1 I Ackciricis Lirsh 2 I
[+ % I U5 S Lpeey
P Code I =T S
Page 1 ouri ol 1 n

Expartasr Addrenn Ling | Address Ling 3 Chy LS, Sewie NP Cods Counsry

Blsltrrexs Lie HIM =

Exporter Details - Studsvik Scandpower
m Rugeiered Users. | Ragniew AddSoral Users  Fomsgn Erses | Foregn Maonals
Exporter
R DPCode”  [EEM
Atk Lin 1 * Saat [Maryland v
Faidrgus Lne J iy Unidad Siadey
co  [mma
[+
NISA

Figure 0-33) different amount of details are available. Exporter
Manager canview all the tabs in (
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MEVECETN NT17) Home sbout Contact FAQ Exporters

N W e e el

Exporter Details - Studsvik Scandpower
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Figure 0-33). Exporter Coordinator does not see the “Register
Additional Users” taband Outside Counsel cansee only the Exporter Details tab.
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Figure 0-3: Exporter Details Screen

3.2 Managing Registered Users
Exporter Managers and Coordinators can view and manage existing Registered Users inthe Exporter:

Click the Registered Users tab to view the users that are not only registered in the system, but also are
associated with your account (
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Figure 0-42). Export Managers can activate or deactivate Registered Users. Export Co-coordinators do not
have that option.
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Figure 0-42 Registered Users Screen

3.3 Adding Additional Users

Exporter Managers canadd additional users to the exporter team.
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1. Click on the Register Additional Users tab.
2. Complete the two e-mail fields to register a new user (

::h" 'ﬂﬂﬂfﬂ Homa Aboul Condact FAQ  Exporiers

Exporter Details -

m—— q.,mm,m B PR
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iy

Expexrter Manager
Exporiar Coordeaion
Expeartar Ortuhs Cinarriasl

Figure 0-).
a. Ifthee-mail is associated with a current system user, the remaining fields are greyed out
and are not filled in.
b. Ifthe e-mail is not already in the system, the additional information is requested to set
up a basic account for the new user.
3. Select anappropriate role based on the permissions described in Section Error! Reference source
not found..
4. Click the Register button.

If the useris completely new to the system, they will receive an email stating that they have been added
to the system and will provide atemporary password. Ifthe user already exists in the system, then they
will receive an email stating that they have been associated with your exporter.
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Figure 0-5: Register Additional Users Screen

3.4 Managing Foreign Entities

Foreign entities can be pre-loaded into the Exporter without association to a specific request. Exporter
Manager and Coordinators can create the basic information needed for foreign entities and then add
them to requests later. These entities can be revised until they are associated with an active request.
Because the request can become a permanent record and data integrity must be maintained while
processing requests, foreign entity information must be locked once it is associated with a submitted
request. Ifanentity is associated with more than one request, similar locking occurs to prevent confusion
between requests.

e Click on the Foreign Entities tab.
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Figure 0-). This page allows the user to create new foreign entities, review a list of current foreign entities,
view the details for any Foreign Entity and edit the details of Foreign Entities that are not locked.

The Foreign Entities tab

1. Click on “Create Foreign Entity” button to create a new Foreign Entity. Click “Edit” nextto a
Foreign Entity you wish to modify

2. Complete or modify information on the form in (

nFrwes

W R e ALY

B AT T O

W4 A0777 Home Abowt Conact FAQ Exporisrs “ ENERGY

Foreign Entity

Fiatigyt Ny P ~
Ao

EEE

Agdress Line 1 *
Adress Ling 2

iy "

e e

TP Pt G

Copapniry *

Edit Foreign Entity

|
[
|
I
|
|
|
|

=l

Figure 0-).
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3. Click the Save button to save the foreign entity to your company or click the Backto List button
to cancel the action and return to the Foreign Entities screen.
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Figure 0-6: Foreign Entities Tab
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Figure 0-7: Create Foreign Entity Screen

3.5 Managing Foreign Nationals

Foreign National entities can be pre-loaded into the Exporter without association with a specific request.
Exporter Manager and Coordinators can create the basic information needed for foreign nationals and
then add them to requests later. These foreign nationals can be revised until they are associated withan
active request. Because the request can become a permanent record and data integrity must be
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maintained while processing requests, foreign nationals information must be locked once itis associated
with a submitted request. If a foreign national is associated with more than one request, similar locking
occurs to prevent confusion between requests.

e Click on the Foreign Nationals tab.

A list of current Foreign National appears (Figure 3-8). This page allows the user to create new Foreign
Nationals entities, review a list of current Foreign Nationals, view the details for any Foreign Nationaland
edit the details of Foreign National that are not locked.

The Foreign Nationals tab
1. Click on “Create/Select Foreign National” button to create a new Foreign National. Click “Edit”
next to a Foreign National you wish to modify.
2. Complete or modify information on the form in (Figure 3-9).

3. Click the Save button to save the Foreign Nationalto your company or click the Backto List
button to cancel the actionand return to the Foreign Nationalscreen.

U REETEIST

M T VNECS I N077) Home Abost Contsct FAQ Exporiers . . . ENERGY

R i

Exporter Details -

Exporer Dietas Brgrasing Lisirs gy ASORonal Lisees Fenpign Eniiies @

Foreign Nationals

Coreapler | Sesdesc] oresgn: Maonal

Firsl Warme Laat Kame EamsnIng Ean Wi
Uinified Saates m Vi
s =
Uiniiad Shates m m
o = =

Figure 3-8: Foreign Nationals Tab
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Figure 3-9: Create Foreign National Screen

3.6 Managing Accounts

1. When exporter account managers learnthat anaccount is no longer required (e.g. when
users are terminated or transferred, whenindividuals information system usage or need to
know changes), the exporter account manager shall disable or modify the account in the
system.

2. The exporter account manager will alsoconduct a review of users under their purview at
least once every 12 months to determine if accounts are no longer required (e.g., becausea
user has been terminated or transferred, or because individual information system usage or
need-to-know changes).

3. The Part 810 teamwill alsosend annual e-mail reminders to all users on this requirement.

4.0 Submissions

In this section, you will learn how to submit various request types to the e810 Licensing System. The e810
Licensing System s designed as a series of scripts that take the user through these requests ina structured
way. Many screens are similar for the various requests.

All requests required at a minimum a signed official request document to be uploaded.

The 810 Licensing System allows you to make the following types of requests:

e General Authorization Reporting (810.6(a)).
e General Authorization — Operational Safety (810.6(c)).
e General Authorization Reporting, Deemed Export (810.6(a) or 810.6(b)).
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e Request for Determination (810.5).
e Specific Authorization Request (810.7).
e Specific Authorization Request, Deemed Export (810.7).

Each request type requires information specified in Part 810 or thatis useful for processing the request.
As you navigate through submission, you will be prompted to provide the information in structured fields.
Many fields are selections or check boxes, a few require some text entry.

To begin a Request:

1. Click on “Submit arequest” on the Home Page. (Error! Reference source not found.)

2. Select the Exporter for which the Request is being made.
Note: Outside Counsel cannot create NEW requests for exporters. This limitationis to protect the
Exporters data.

4.1 General Authorization Reporting (810.6(a))
For General Authorization Reporting, the following information is required:

e Foreign Entity or Entities included in the report.

e Application Team — Team Members.

e Transactions — Type of Work and Technologies.

e Contract—Business Details, Project Associated, Start and End Date.

e Official Request Document.

Once information is ready continue through steps below:

1. Under Choose a Submission Type, select General Authorization Reporting (810.6(a)) using the
dropdown list. (Figure 4-1)

2. Click the Next button.
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Figure 0-1: General Authorization Start Screen

4.1.1 Foreign Entity

On this screen (
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Figure 0-2), you will select or add the foreign entities that are part of this request. Managing Foreign
Entities for General Authorizationis the same process as is covered in Section 0. Adding an Existing Foreign
Entity is accomplished by clicking on the “Use Existing Foreign Entity” from the dropdown list and click
Save button (
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Figure 0-32).
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2. Complete the fields in the Create Foreign Entity screen (
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Figure 0-3).

3. Click Save button.

As an alternative, you may choose to select an exisitng foreign entity from the Existing Foreign Entity
dropdown list (Figure 4-3).

1. Clickthe “Create/Select Foreign Entity” link (Figure 4-2).

2. Select the account associated withthe desired foreign entity using the dropdown list.

3. Click the Save button to return to the Foreign Entity screen. This screen will allow you to view
your newly created Foreign Entity. You will have the ability to Delete, Edit, or Replace the Foreign
Entity (Figure 4-4).

Once a Foreign Entity has been added to the General Authorization Report request, the screen changes
to allow the user to move to the next step (
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Figure 0-2: Create New ForeignEntity
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Figure 0-4: Populated Foreign Entity Screen

4.1.2 Application Team

This screen will allow you to choose the application team for the request. Members of the application
team will be the only users of the system that will be able to access the specific submission being
generated. Note: Exporter Managersare a part ofallapplication teams withinan Exporter whether or not
they are selected.
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1. Review the available names on the left side of the Application Team screen (
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Figure 0-5). The names are people who have accounts associated with the company you are
making the request for.

2. Select team members from the left side using a single click. Selected names will appear on the
right side of the screen. Remove team members from the right side using a single click. Names
will appear on the left side of the screen.

3. Once the team is selected, you may e-mail the team members to notify them of the request by
clicking the “E-mail” button.

4. Click “next” after you are done selecting and notifying the team.

Clicking the double right arrows assigns all team members to the request. Clicking the double left arrows
removes all users that have been assignedto the request.
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Figure 0-5: Application Team Screen

4.1.3 Transaction Information

On this screen (Figure 4-6), you will add transactioninformation about this request.

1. Choosethe closest description from the Type of Work dropdown list.

2. Choose the Technologies that are being reported. If “other” is checked, enter additional
information in the detail box.

3. Click the Next button.
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Figure 0-6: Transaction Information Screen

4.1.4 Contract Information
On this screen (Figure 4-7), you will enter contract information about this request.

Choose the closest description from the Business Details dropdown list.
Enterin a description for the Facility — Project Associated field.

Select a date for the Start Date field.

1

2

3

4. Select adate for the Anticipated End Date field.

5. (Optional) Enterin any comments you may have in the comments field.
6

Click the Next button.
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Figure 0-7: Contract InformationScreen

Upload Documents

In this screen (Figure 4-8), you can upload supporting documentation for this request. At a minimum, you
must have one document uploaded that is labeled as an Official Request Document before you are able
to proceed to the next screen.

1
2
3.
4
5

Click the Upload New File button to be takento the File Upload screen.

Click the Choose File button to select a file to upload from your computer (Figure 4-9).
(Optional) Enterin a description of the file you are uploading in the Description field.
Select document type from the Document Type dropdown list.

Click the Save button. You will be returned to the main supporting documents screen where you
will see your newly uploaded document. You then have the ability to Delete, Edit, or Replace the
document (Figure 4-10).

Click the Next button.
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Figure 0-9: File Upload Screen
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Figure 4-10: Main Supporting Documents Screen

4.1.6 Submission Queue Screen

Inthis screen (Figure 4-11), the User canreview the information before submission. This ensures accuracy
of all required fields. The Submission Queue alsoallows the User to revert to the previous screens if the
information is missing or not correct.

1. Click the Back Buttonif the required information is missing or not correct.
2. Once all required information is correct, Click the Submit Button

3. A Confirm Submission popup will appear. Click Yes.
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Figure 4-11:Submission Queue Screen

4.2 General Authorization—Operational Safety (810.6(c))
For General Authorization— Operational Safety(810.6(c)), the following information is required:

e Foreign Entity or Foreign Entities.

e Application Team — Team Members.

e Transactions —Value, Type of Work and Technologies.

e Contract—Business Details, Project Associated, Start and End Date.

e Official Request Documents.
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Once information is ready continue through steps below:

1. Under Choose a Submission Type, select General Authorization — Operational Safety (810.6(c))
using the dropdown list (Figure 4-12).

2. Click the Next button.
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Figure 0-12 Submission Type Screen

4.2.1 Foreign Entity
On this screen (Figure 4-13), you will select or add the foreign entities that are part of this request.

Managing Foreign Entities for General Authorization — Operational Safety (810.6(c)) Report is the same
process as is covered in Section 0. Adding an Existing Foreign Entity is accomplished by clicking on the
“Use Existing Foreign Entity button” (Figure 4-14).

To create a new foreign entity/entities:

1. Click the “Create/Select Foreign Entity” link (Figure 4-13)
2. Completethe fields in the Create Foreign Entity screen (Figure 4-14)
3. Click Save button.
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Figure 4-13:Create New Foreign Entity Link Screen

As an alternative, you may choose to select an exisitng foreign entity from the Existing Foreign Entity
dropdown list (Figure 4-14).

1. Click the “Create/Select Foreign Entity” link (Figure 4-13).

2. Select the account associated with the desired foreign entity using the dropdown list.

3. Click the Save button to return to the Foreign Entity screen. This screen will allow you to view
your newly created Foreign Entity. You will have the ability to Delete, Edit, or Replace the Foreign
Entity (Figure 4-15).

Once a Foreign Entity has been added tothe General Authorization —Operational Safety (810.6(c)) Report
request, the screen changes to allow the userto move to the next step (Figure 4-15).
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Figure 4-15:Foreign Entity Screen

4.2.2 Application Team

This screen will allow you to choose the application team for the request. Members of the application
team will be the only users of the system that will be able to access the specific submission being
generated. Note: Exporter Managersare a part of allapplication teams withinan Exporter whether or not
they are selected.
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1. Review the available names on the left side of the Application Team screen (Figure 4-16). The
names are people who have accounts associated with the company you are making the request
for.

2. Select team members from the left side using a single click. Selected names will appear on the
right side of the screen. Remove team members from the right side using a single click. Names
will appear on the left side of the screen.

3. Once the team is selected, you may e-mail the team members to notify them of the request by
clicking the “E-mail” button.

4. Click “next” after you are done selecting and notifying the team.

Clicking the double right arrows assigns all team members to the request. Clicking the double left arrows
removes all users that have been assignedto the request.

P prramTme o

A FWEST ADT7 o About Contsct FAG Exporiers " ENERGY

R W

Submission #1085

General Authorization - Operational Safety (810.6(c)) / Application Team
Al Cornbe a0y *
Avadabls Arphs ston Tasm Salecied Applraton Taam

Sand Ervasd b T Wismitgrs m

Figure 4-16: ApplicationTeam Screen

4.2.3 Transaction Information
On this screen (Figure 4-17), you will add transactioninformation about this request.

1. Enterin anumerical value in the Transaction Value field.
2. Choosethe closest descriptionfrom the Type of Work dropdown list.

3. Choose the Technologies that are being reported. If “other” is checked, enter additional
information in the detail box.

4. Click the Next button.
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Figure 4-17:Transaction Information Screen

4.2.4 Contract Information
On this screen (Figure 4-18), you will enter contract information about this request.

Choose the closest description from the Business Details dropdown list.
Enterin a description for the Facility — Project Associated field.

Select a date for the Anticipated Start Date field.

Select a date for the Anticipated End Date field.

Enterin any comments you may have in the comments field.

o A~ W N oRe

Click the Next button.
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Figure 4-18: Contract Information Screen

4.2.5 Upload Documents

In this screen (Figure 4-19), you can upload supporting documentation for this request. At a minimum,
you must have one document uploaded that is labeled as an Official Request Document before you are
able to proceed to the next screen.

Click the Upload New File button to be takento the Upload File screen.

Click the Choose File button to select a file to upload from your computer (Figure 4-20).

1
2
3. (Optional) Enterin a description of the file you are uploading in the Description field.
4. Select document type from the Document Type dropdown list.

5

Click the Save button. You will be returned to the main supporting documents screenwhere you
will see your newly uploaded document. You then have the ability to Delete, Edit, or Replace the
document (Figure 4-21).

6. Click the Next button.
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Figure 4-20:Upload NewFile Screen
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Figure 4-21: Main Supporting Documents Screen

4.2.6 Submission Queue Screen

Inthis screen (Figure 4-22), the User canreview the information before submission. This ensures accuracy
of all required fields. The Submission Queue alsoallows the User to revert to the previous screens if the
information is missing or not correct.

1. Click the Back Buttonif the required information is missing or not correct.
2. Once all required information is correct, Click the Submit Button

3. A Confirm Submission popup will appear. Click Yes.
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Figure 4-22:Submission Queue Screen

4.3 General Authorization Reporting, Deemed Export (810.6(a) or 810.6(b))

For General Authorization Reporting, Deemed Export (810.6(a) or 810.6(b)), the following information is
required:

e Foreign National.

e Application Team.

e Official Request Documents.
Once information is ready continue through steps below:

1. Under Choose a Submission Type, select General Authorization Reporting, Deemed Export
(810.6(a) or 810.6(b)) using the dropdown list, (Figure 4-23).
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2. Select a GAR_DE Type by clicking on the radio button (Figure 4-23).
3. Click the Next button.
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Figure 4-23:Submission Type Screen

4.3.1 Foreign National

On this screen (Figure 4-24), you will select or add foreign nationals that are part of this request.

To create a new foreign national:

1. Click the “Create/Select Foreign National” link (Figure 4-24)..
2. Completethe fields in the Create/Select Foreign National screen (Figure 4-25).
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3. Click Save button.
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Figure 4-24:Create New Foreign National Link Screen
As an alternative, you may choose to select an exisitng Foreign National from the “Use Existing Foreign
National” dropdown list (Figure 4-25).
1. Click the “Create/Select Foreign National” link (Figure 4-24).
2. Select the desired foreign national using the dropdown list (Figure 4-25).

3. Choose the Technologies that are being reported. If “other” is checked, enter additional
information in the detail box.

4. Click the Save button to return to the Foreign National screen. This screen will allow you to view
your newly created Foreign National. You will have the ability to Delete, Edit, or Replace the
Foreign National. Click Next (Figure 4-26).
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Figure 0-25:Create Foreign National Screen
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Figure 4-26 Foreign National Screen

4.3.2 Application Team

This screenwill allow you to choose the application team for the request (Figure 4-27). Members of the
application team will be the only users of the system that will be able to access the specific submission
being generated. Note: Exporter Managers are a part of all application teams within an Exporter whether
or not they are selected.

1. Review the available names on the left side of the Application Team screen. The names are people
who have accounts associated with the company you are making the request for.

2. Select team members from the left side using a single click. Selected names will appear on the
right side of the screen. Remove team members from the right side using a single click. Names
will appear on the left side of the screen.

3. Once the team is selected, you may e-mail the team members to notify them of the request by
clicking the “E-mail” button.

4. Click “next” after you are done selecting and notifying the team.

Clicking the double right arrows assigns allteam members to the request. Clicking the double left arrows
removes all users that have been assignedto the request.
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4.3.3 Upload Documents

Figure 4-27: ApplicationTeam Screen

Inthis screen (Figure 4-28), you will have the ability to upload supporting documentation for this request.
At a minimum, you must have one document uploaded that is labeled as an Official Company Request
Document before you are able to proceed to the next screen.

vk N e

Select document type from the Document Type dropdown list.

Click the Upload New File button to be takento the Upload File screen.

Click the Choose File button to select a file to upload from your computer (Figure 4-29).

(Optional) Enterin a description of the file you are uploading in the Description field.

Click the Save button. You will be returned to the main supporting documents screen where you

will see your newly uploaded document. You will have the ability to Delete, Edit, or Replace the

document (Figure 4-30).
6. Click the Next button.
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Figure 4-30: Main Supporting Document Screen

4.3.4 Submission Queue Screen

Inthis screen (Figure 4-31), the User canreview the information before submission. This ensures accuracy
of all required fields. The Submission Queue alsoallows the User to revert to the previous screens if the
information is missing or not correct.

1. Click the BackButtonif the required information is missing or not correct.
2. Once all required information is correct, Click the Submit Button

3. A Confirm Submission popup will appear. Click Yes.
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Figure 4-31:Submission Queue Screen

4.4 Request for Determination (810.5)

For Request for Determination, the following information is required:

e Foreign Entity or Foreign Entities.

e Application Team Members.

e Official Request Document.

Once information is ready continue through steps below:

1. Under Choose a Submission Type, select Request for Determination (810.5) using the dropdown

list (Figure 4-32).
2. Click the Next button.
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Figure 4-32:Submission Type Screen

4.4.1 Foreign Entity

On this screen (Figure 4-33), you will select or add the foreign entities that are part of this request.
Managing Foreign Entities for Request For Determinationis the same process as is covered in Section 0.
Adding an Existing Foreign Entity is accomplished by clicking on the “Use Existing Foreign Entity button”

To create a new foreign entity/entities:

1. Click the “Create/Select Foreign Entity” link (Figure 4-33)
2. Completethe fields in the Create Foreign Entity screen (Figure 4-34)
3. Click Save button.
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As an alternative, you may choose to select an exisitng foreign entity from the Existing Foreign Entity
dropdown list (Figure 4-34).

1. Click the “Create/Select Foreign Entity” link (Figure 4-33).

2. Select the account associated with the desired foreign entity using the dropdown list.

3. Click the Save button to return to the Foreign Entity screen. This screen will allow you to view
your newly created Foreign Entity. You will have the ability to Delete, Edit, or Replace the Foreign
Entity (Figure 4-35).
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Figure 4-34:Create Foreign Entity Screen
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Figure 4-35:Foreign Entity Screen

4.4.2 Application Team

This screenwill allow you to choose the application team for the request, (Figure 4-36). Members of the
application team will be the only users of the system that will be able to access the specific submission
being generated. Note: Exporter Managers are a part of all application teams within an Exporter whether
or not they are selected.

1. Review the available names on the left side of the Application Team screen. The names are people
who have accounts associated with the company you are making the request for.

2. Select team members from the left side using a single click. Selected names will appear on the
right side of the screen. Remove team members from the right side using a single click. Names
will appear on the left side of the screen.

3. Once the team is selected, you may e-mail the team members to notify them of the request by
clicking the “E-mail” button.

4. Click “next” after you are done selecting and notifying the team.

Clicking the double right arrows assigns all team members to the request. Clicking the double left arrows
removes all users that have been assignedto the request.
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Figure 4-36: ApplicationTeam Screen

4.4.3 Upload Documents

Inthis screen (Figure 4-37), you will have the ability to upload supporting documentation for this request.
At a minimum, you must have one document uploaded that is labeled as an Official Company Request
Document before you are able to proceed to the next screen.

Click the Upload New File button to be takento the Upload File screen.

Click the Choose File button to select a file to upload from your computer (Figure 4-38).

1
2
3. (Optional) Enterin a description of the file you are uploading in the Description field.
4. Select document type from the Document Type dropdown list.

5

Click the Save button. You will be returned to the main supporting documents screen where you
will see your newly uploaded document. You will have the ability to Delete, Edit, or Replace the
document (Figure 4-39).

6. Click the Next button.
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Figure 4-38:CreateFile Upload Screen
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4.4.4 Submission Queue Screen

Inthis screen (Figure 4-40), the User canreview the information before submission. This ensures accuracy
of all required fields. The Submission Queue alsoallows the User to revert to the previous screens if the
information is missing or not correct.

1. Click the BackButtonif the required information is missing or not correct.
2. Once all required information is correct, Click the Submit Button

3. A Confirm Submission popup will appear. Click Yes.
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Figure 4-40: Submission Queue Screen

4.5 Specific Authorization Request (810.7)
For Specific Authorization Request (810.7), the following information is required:

e Foreign Entity or Entities included in the request.

e Application Team — Team Members.

e Transactions — Type of Work and Technologies.

e Contract—Business Details, Project Associated, Start and End Date.

o Official Request Document.

Once information is ready continue through steps below:

1. Under Choose a Submission Type, select Specific Authorization Request (810.7) using the
dropdown list, (Figure 4-41) .

2. Clickthe Next button.

E810 EXPORTER USER MANUAL |60



o
' %i The Office of the Associate Administrator
AN~ for Information Management and

" - il - Chief Information Officer
National Nuclear Security Administration

.A_"-h'b_o_f: OB10 Home About Contact FAQ .2 JENERGY

Submission #(new submission)

Specify Exporter

Appic aton for Expocer *

Choose a Submission Type
Submession Type Speciic AUNONzaton Request (310 7)
O A submsson 10 reguest DOEMNNSA BUNOIaton 10 conduct a7 Sctivily 83 Getned 1 810 7 winmn e scope 35 Oefaled 0 310 2. The anpicaton 3noud

O A3 Oedated i 810 11
Afty 20 30CTElS OF DEODORINY SEOITSSON LUODeC Dy My DOrson 00 IOpadly KSentted 3 Such Snsl De ADA0NC N0 MATIILEY ONGYed OF DrOleClion 0Nt

Oy faw. I aCCeRUINGe il Tie 15.OF Ihe Unded Sines Code, Secnon 1007, wiocver ANOwingy A0 Wiy Ralshes. cONOmaly, o COvYS 4P & maienar fact of

MaAey O use fae, SE80us o Mraudksen! statertenis o repvesenialions SAaT Se fined Under I I8¢ Of AmPaaned &2 10 fve O 6O yOWs Jopenking on i

Crmo, or DOy

Figure 4-41:Submission Type Screen

4.5.1 Foreign Entity

On this screen (Figure 4-42), you will select or add the foreign entities that are part of this request.
Managing Foreign Entities for Specific Authorization Request is the same process as is covered in Section
0. Adding an Existing Foreign Entityis accomplished by clicking on the Use Existing Foreign Entity button

To create a new foreign entity/entities:

1. Click the “Create/Select Foreign Entity” link (Figure 4-42)
2. Completethe fields in the Create Foreign Entity and POC Information (Figure 4-42)
3. Click Save button.
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As an alternative, you may choose to select an “Use Exisitng Foreign Entity” from the Existing Foreign
Entity dropdown list.

1.
2.

Click the “Create/Select Foreign Entity” link (Figure 4-42).

Select the account associated with the desired foreign entity using the dropdown list (Figure 4-
4a3).

Review the list of POCs that are associated with the selected foreign entity to ensure you selected
correctly.

Click the Save button to return to the Foreign Entity screen (Figure 4-44). This screen will allow
you toview your newly created Foreign Entity. You will have the ability to Delete, Edit, or Replace
the Foreign Entity (Figure 4-44).
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4.5.2 Application Team

This screenwill allow you to choose the application team for the request (Figure 4-45). Members of the
application team will be the only users of the system that will be able to access the specific submission
being generated. Note: Exporter Managers are a part of all application teams within an Exporter whether
or not they are selected.
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1. Reviewthe available names on the left side of the Application Team screen. The names are people
who have accounts associated with the company you are making the request for.

2. Select team members from the left side using a single click. Selected names will appear on the
right side of the screen. Remove team members from the right side using a single click. Names
will appear on the left side of the screen.

3. Once the teamis selected, you may e-mail the team members to notify them of the request by
clicking the “E-mail” button.

4. Click “next” after you are done selecting and notifying the team.

Clicking the double right arrows assigns allteam members to the request. Clicking the double left arrows
removes all users that have been assignedto the request.
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Figure 4-45: ApplicationTeam Screen

4.5.3 Transaction Information
On this screen (Figure 4-46), you will add transaction information about this request.

1. Enterin anumerical value in the Transaction Value field.
2. Choose the closest descriptionfrom the Type of Work dropdown list.

3. Choose the Technologies that are being reported. If “other” is checked, enter additional
information in the detail box.

4. Click the Next button.
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Figure 4-46: Transaction Information Screen

4.5.4 Contract Information
On this screen (Figure 4-47), you will enter contract information about this request.

Choose the closest description from the Business Details dropdown list.
Enterin a description for the Facility — Project Associated field.

Select a date for the Anticipated Start Date field.

Select a date for the Anticipated End Date field.

Enterin any comments you may have in the comments field.

AN O o

Click the Next button.
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Figure 4-47:Contract Information Screen

4.5.5 Upload Documents

In this screen (Figure 4-48), you can upload supporting documentation for this request. At a minimum,
you must have one document uploaded that is labeled as an Official Request Document before you are
able to proceed to the next screen.

Click the Upload New File button to be takento the Upload File screen.
Click the Choose File button to select a file to upload from your computer (Figure 4-49).
(Optional) Enterin a description of the file you are uploading in the Description field.

Select document type from the Document Type dropdown list (Figure 4-50).

ARSI

Click the Save button. You will be returned to the main supporting documents screen where you
will see your newly uploaded document. You then have the ability to Delete, Edit, or Replace the
document.

6. Click the Next button.
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Figure 4-50: Main Supporting Documents Screen

4.5.6 Submission Queue Screen

Inthis screen (Figure 4-51), the User canreview the information before submission. This ensures accuracy

of all required fields. The Submission Queue alsoallows the User to revert to the previous screens if the
information is missing or not correct.

1. Click the BackButtonif the required information is missing or not correct.
2. Once all required information is correct, Click the Submit Button

3. A Confirm Submission popup will appear. Click Yes.
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4.6 Specific Authorization Request, Deemed Export (810.7)
For Specific Authorization Request, Deemed Export (810.7), the following information is required:

e Foreign National or Nationals included in the request
e Application Team — Team Members
e Official Request Document

Once information is ready continue through steps below:

1. Choose a Submission Type, select Specific Authorization Request, Deemed Export (810.7) using the
dropdown list, (Figure 4-52).
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Figure 4-52:Submission Type Screen

4.6.1 Foreign National
On this screen (Figure 4-53), you will select or add foreign nationals that are part of this request.
To create a new foreign national:

1. Click the “Create/Select Foreign National” link (Figure 4-53).
2. Completethe fields in the Create Foreign National screen (Figure 4-54).

3. Click Save button.
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As an alternative, you may choose to select an exisitng foreign national from the Existing Foreign National
dropdown list.

1.
2.

Click the “Create/Select Foreign National” link (Figure 4-53).

Select the account associated with the desired foreign national using the “Use Existing Foreign
National” dropdown list (Figure 4-54).

Choose the Technologies that are being reported. If “other” is checked, enter additional
information in the detail box.

Click the Save button to returnto the New Foreign National Screen (Figure 4-55). This screen will
allow you to view your newly created Foreign National. You will have the ability to Delete, Edit, or
Replace the Foreign Nationals (Figure 4-55).
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4.6.2 Application Team

This screenwill allow you to choose the application team for the request (Figure 4-56). Members of the
application team will be the only users of the system that will be able to access the specific submission
being generated. Note: Exporter Managers are a part of all application teams within an Exporter whether
or not they are selected.

1. Review the available names on the left side of the Application Team screen. The names are people
who have accounts associated with the company you are making the request for.

2. Select team members from the left side using a single click. Selected names will appear on the
right side of the screen. Remove team members from the right side using a single click. Names
will appear on the left side of the screen.

3. Once the team is selected, you may e-mail the team members to notify them of the request by
clicking the “E-mail” button.

4. Click “next” after you are done selecting and notifying the team.

Clicking the double right arrows assigns allteam members to the request. Clicking the double left arrows
removes all users that have been assignedto the request.

[} Home About Contact FAQ  Exporters

Submission #1989
Specific Authorization Request, Deemead Export (810.7) / Application Team

Addmonl Conlrtaion
Avalable Appication Team Selected Appication Team

Seria] E rrided By Tlew m
kembers

Figure 4-56: ApplicationTeam Screen
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4.6.3 Upload Documents

Inthis screen (Figure 4-57), you will have the ability to upload supporting documentation for this request.
At a minimum, you must have one document uploaded that is labeled as an Official Request Document
before you are able to proceed to the next screen.

Click the Upload New File button to be takento the Upload File screen.

Click the Choose File button to select a file to upload from your computer (Figure 4-58).

1
2
3. (Optional) Enterin a description of the file you are uploading in the Description field.
4. Select document type from the Document Type dropdown list (Figure 4-58).

5

Click the Save button. You will be returned to the main supporting documents screen (Figure 4-
59) where you will see your newly uploaded document. You will have the ability to Delete, Edit,
or Replace the document.

6. Click the Next button.
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PN

Submission #1080

SEEt:ilic Authorization Reguest, Deemed Export (810.7) / Uploads

SLEVTRERO FRoass 500 e Wil (e SO0V B

Back

Figure 4-57:Upload NewFile Screen
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4.6.4 Submission Queue Screen

Inthis screen (Figure 4-60), the User canreview the information before submission. This ensures accuracy
of all required fields. The Submission Queue alsoallows the User to revert to the previous screens if the
information is missing or not correct.

1. Click the BackButtonif the required information is missing or not correct.

2. Once all required information is correct, Click the Submit Button

3. A Confirm Submission popup will appear. Click Yes.
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Figure 4-60: Submission Queue Screen

5.0 Reviewing Request History

In this section, you will learn how to view the requests you have made to the e810 Licensing System,
modify existing requests in the system, and add documentation to requests.

5.1 Viewing All Requests

1. Logintothe e810 Licensing System.

2. Click the View Request History link from the landing page (Figure 5-1).
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Figure 0-1: Viewrequest historylink
3. Edit, review, filter, amend, and add supporting documentation to existing requests from the
Submission History screen (Figure 5-2).
4. Click on the each column header to sort the requests in ascending or descending.

The default page size for the Submission Historyscreenshows 10 records at a time. You may change that
setting toshow 10, 25, or 50 records on each page by selecting the desired value on the records per page

dropdown list. You may also switch from page to page using the page navigation links at the bottom left
of (Figure 5-2).
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Figure 0-2: Submission History Screen

5.2 Filtering Requests

This section will show you how to filter your requests into a more manageable size or look for a specific
request. On the Submission History screen (Figure 5-2) you may filter the results of your requests into

one or more specific values. You canfilter by:

e  Submission ID.
e Submission Type.
Foreign Entity Name.

e Username of the person that submitted the request.

e Status of the request.
e Authorization Number.
e Status Date.

e DateCreated.
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You may also perform a global search which will take the value you enter and search against all fields

(Figure 5-3).
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Figure 0-3: Submission History Filter Fields

5.3 Completing a Draft Request

In this section you will learn how to complete arequest that is in Draft status.

1. Usethe techniques from section 5.2 to do a status search for a request that has a status of Draft
(Figure 5-4).or click on the status column header to view all the requests that are in Draft status.

2. Select Edit from the Actions dropdown list (Figure 5—4).

3. Walk through each of the steps and make any changes/additions necessary.

4. Click the Submit button on the last step of the request process.
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Figure 0-4: Draft Requests

5.4 Adding a report, amending or renewing a Specific Authorization

For Specific Authorizations that have been granted, a limited number of actions can be taken. You can
submit a report about the activity, request and amendment or renewal of the Authorization.

In eachcase, the only action is after selecting the activity is to add a document.

1. Usethe techniques from section5.2 to find the request of interest.
2. Select the appropriate action.
3. You will be takento the Upload File screen.

4. Usethe techniques that you have learned from the above sections to upload a document to the
system.

5. Click the Save button upload the document and returnto the Submission Historyscreen.

6. Clickthe Backto User Submissions button to not upload a document and returntothe Submission
Historyscreen.
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5.5 Deleting Requests which are in Draft status
In this section you will learn how to delete the requests which are in Draft status from an existing
request.

1. Click on the Status column header to view all the requests that has a status of Draft or use
the techniques from section 5.2 to do a status search.

2. Select Delete from the Actions dropdown list (Figure 5-5) of the existing requests.

3. The deleted Submissions has been removed from the Submission History requests list.
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Figure 0-5: Delete Requests under Actions
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